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OFFICE OF THE SECRETARY OF STATE 

RE-W IUNAGEMENT DIVISION 
APPLICATION FOR RECORDS RETENTION SCHEDULE mRcwIvB uD wLsIoR, 

INSTRUCTIONS: See Publication No. 76-RM-1 for inmuct iw on mmpleting this form. Forward signed original to 
Department of Archives and H i m .  Records Management Division. 330 Capitol Avenue. Atlanta, GUN&. m. 

. Dates of Wiat 
arliest Latest 

1950 1 TODATE 

Attention: scheduling Section. 
FOR AGEllCY USE 1. wAddr.rt FOR RECORDS MANAGEMENT USE 

wlication Lhte 9epartment of Transportation +tication Numtu 

372-Ft # 2 Capitol Square 
Atlanta, GA. 30334 

Iplicatim Number Division of Administration me R . ~ ~ ~ V K I  pste CUnPlRed 

5. Racords Snii Ti& (followd by title ured in off&; if different) 

HIGHWAY PROJECT ALLOTMENT FILES 

I 
~~ ~ ~ 

Office of General Accounting I MAR 1 9 1986 I J U N  5 '986 

Division of Administration provides statff support to the Department in the 
areas of General Accounting; Audits and Fiscal Procedures; General Support 
Services. 

General Accounting is responsible for proper accounting of all Department 
Funds and other duties as may be assigned by the Director of Administration. 
This office is divided into three different sections; General Ledger; 
Federal and State Aid Accounts; Payroll 

Federal and State Aid Section : Highway Project allotment files are created 
in this section. Accumulates costs on participating projects State and 
Federal. Bills Federal Goverment. Maintains Control of Available Federal F 
. Record Scries Description This file mntainr the following documents (inclu& form numbemand titles, ifany): 

Attach samples of the file. 
Doamen* relating to: Project allotment files: This file consist of an allotment 
notice sheet, which is a sununary of funds alloted to a specific project and 
letters of authority for the transfer of funds from an unearned account to 
an earned account prior to making payments to Contractors. The federal 
overnment sends the Pr-37 form stating were the money is going. For Example 
for Preliminary Engineering, Construction or Right of Way. The State uses 
the detail estimate to show were the inonep is going. 

Included Are: Letters of authority for the transfer of funds 

File iSarraWd: These files are arranged alphabetically by county. 

I. Monthly Reference Rate How often are remrds referred to which are: 
One to six months old 20; Seven to twelve months old 2; T h i n  to twenty-four months old 4: 

1. Annual Rate of Accumulation of Racordr 
twenty-five months and older I ?  

Letter4ze drawers 7 ; Legalsize drawers ;shelves ; omer IsImcifY) . - -'a -* 
1-50-71, RN. 76 -- lob4 . 

ii 



a. IS ms me omcui mpy 01 me serm? . .  
b. Does the series wnuin confidential information requiring oarin, handling? If ya, cite law u regulation. 

X I f  not. where is it? 

_ _  

1. Retention Requirements The following requires the series to be kept: 

a. state Law Wars. d. Audii period yeon. 
b. Statute of limitation years. e. Administrative need 4 was. 
L Federal law 3 years. 1. Federal retention instructions 3 yeon. 

D M 5  G v c t A a w  A 102 

Attach wpy or ex& of laws or regulations. Explain sdminimative need. 
Federal Law: Requires project related cost accounting records must be 
retained 3 years after the fiscal or calendar year in which created. 
FHPM Volume 1 Chapter 6 (attached) 
Administrative Need: In the event the project wasn't closed properly 
2 Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each: 

Calendar Year; E&Fircal Year; Other then. 

0 Hold in the current files area month(s) war(s1; then 
=Transfer to local holding area; hold A y e z ~ ( s 1 ;  then 

XXI Transfer to State Records Center; hold L - y e a r ( s 1 ;  then 
fk Destroy. 

0 Other IsPeCitvl 
0 Transfer to State Archives for permanent retention? 

NOTE: THESE RECORDS CAN NOT BE DESTROYED UNTIL ALL AUDITS ARE COMPLETE 

These instructions apply to al l  prior and future armmukions of the series. 

Date 
7emmmendatiom in m a -  
raph 12 we approved. 
WdisJpp-oued. amd, ktlk 
if cxplanstim.) 

:e 



-~ 
Accounting o f f i c  e 
No. 2 Capi to l  Square 

J i m  Keaton 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT A C C U M U L A T I O N ;  
[3 R E C O R D  WILL C O N T I N U E  TO ACCUMULATE. 0 NO FURTHER A C C U M U L A T I O A  ANTICIPATED 

1950-to d a t e  Highway Pro jec t  Allotment F i l e  

0. mat 1. lr rvlrtiol YE C k  D l r l r r  *a * l C h  chis rsrOrd **,,*. IS r,e.lrd 

The func t ion  o f  t he  o f f i c e  i n  which the  series w a s  c r ea t ed  w a s  t o  manage 
Highway p r o j e c t s  f o r  c o n t r o 1 , ~ r e v i e w  superv is ion  and analyzat ion.  

funding of 

~ 

~~ 

Pro jec t ,  Allotment F i l e  - This  f i l e  c o n s i s t s  o f  an a l lo tment  n o t i c e  sheet. ,  which is a 
suu-oary o f  funds a l l o t e d  t o  a s p e c i f i c  p r o j e c t  and let ters o f  a u t h o r i t y  f o r  t he  t r a n s f e r  
of funds from an unearned account to an earned account p r i o r  tomaking payments t o  
con t r ac to r s .  

This  f i l e  I s  used f o r  statist ical  a n a l y s i s  and reference.  The series i s  f i l e d  
a lphabe t i ca l ly  by county. 



. .  
px.f 2 .: 

-. - A C  I - . = ~- ~ ~ _ _ ~ ~ _ _ _ ~ ~ ~ . ~ ~  -<. ............................ ..................... TEmG-IRE i . a . . . r  - , YES NO7- 

13. Is t h i s  the Record Copy of the ser ies?  

14. Is there  a duplication of t d i s  se r ies  i n  q o t h e r  of f ice  or  agency? 

.i M [ I  
w [ I  

- > -  

/ I  

15. Is the  infomation cOntainC6 i h ~ t h i s  se r ies  ever smrrarized or published? 

16. Does the  se r i e s  contain c lass i f ied  information requiring security handling? i '  - 

18. Could the function be performed i f  the f i l e s  were l o s t  o r  destroyea? 11 12 

19. Is the se r i e s  (or major portion of i t) regularly microfilmed? If yes,  vhy? [I [ 2  

20. Cues the record ser ies  provide data as input t o  an EDP f i l e ?  fl [ I  

21. Does the record ser ies  contain documentation produced as EDP printout? c1 [ I  

14 [ I  
[ I  --I4 

. . . . . . . . . . .  , ;. 

,~ .. . ._ . .~ 

17. Does t h e  s e r i e s  . . . . .  document- pol ic ies  and procedures of agency's operation or^furiction? [ 1 -I [$ 
. . . . . . . . .  ~. . ^.- ~. , 

:& 

. - . . ~ .  ~ - .~ . -~ . ~ "  ._ 

22. Is the ser ies  affected by Federal o r  grant funds? [ I  [3r  
. I 

~~ .~ 
~ r~ ~ 

~ .- .~ .  - -~ - ,  . - - .  r .  . ~. 

23. W i l l  t h e r g ~ b e  a need for these..reco&LO,' 15  years from nov? I f ~ y e s , v h a t ?  [ ]  [k 
< ~~ 

~ .~ 

24. EQUIREFENTS. The following requires the f i l e s  t o  be kept i n d e f i n i t e e a r s :  

a. 1 ]STATE b. ]STiSJ!WE OF c. f ]AUDIT d. []FEDERAL e.  [JACMINISTRATIVE f .  1 IHISMRICAL 
LAW LIMITATION PERIOD LAW DECISION VALUE 

(Cite Lad, Statute ,  or  other reason j%r the retent ion requirement) 
For adminiatrative control and review of project f p d i n g  ~~ i t  i s  necessary t o  maintain th i s  

~.unt i l~.af te t  the State.Audit. - ~. - 
-_-__-- 

25. AGENCY RECOMMRDATIONS. This agency recornends tha t  the f i l e  s e r i e s  be cut off at the end 
of each -[]CALwDAR YEAR -[]FISCAL YEAR -6dOTKER closed project ,then: 

~ : ,. - . . . . . . .  ... ~. A. !-:Destroy immecUately a . e e r   cut^ . .  qff. : - 
"' E.  [IEoid i n  ,clirrent f i l e s  area . .  : . &onth(s)./ 

1 [JDestroy. 
. . . .  y e y ( , s )  ,, %hen: r :  . . .  ~ . . ~ ~  

" ~. . . . . . .  . .  . ~ ~ . . ~ .  -. " .  ~ .._I- 

. . . . . . . . . . .  . . . . . .  . . . . .  . - ~ , .  . . ~. -. 
.. ~~~ . 

. .._ . . ~ - 2 [ ]TrahsTer t o  re&& center-; hold ~ ~ y&a>(s) [ then:  
Destroy. 

~. : .... . . . . . . . . . .  . .  ~. . .  
. .  - .  ~ 

~. . 
r .  . . . . .  - ~- 

~. . _  ~c - . . . ~ .  . 

. -  3 U B s t r o y  a f t e r  audit ( o r  y e a d s )  a f t e r  audit). 
C.[]Hold i n  current f i l e s  area indefini te ly .  

D. [ ]Hold i n  current f i l e s  area y e a d s ) ,  then t,ransfer t o  Archives permanently. 
E. []Other 

(Indicate briefly rationale for recornendations above/or wri te  additional remarks) : 
Records pending l i t i g a t i o n  sha l l  be kept un t i l  cleared. 

- - - - 
._C - . ___ ~~ ~ . - ~ .  ~~ ,.~ ........... - --- 

Heconmendations 

I n  P a r a g r a p h  25 


